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AGENDA

▪Requirements of OSHA recordkeeping

▪Revisions to OSHA Recordkeeping and Reporting

▪Questions & Answers
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What is an OSHA Log?

➢ The OSHA Form 300 is a form for employers to record all 

reportable injuries and illnesses that occur in the workplace, 

where and when they occur, the nature of the case, the name 

and job title of the employee injured or made sick, and the 

number of days away from work or on restricted or light duty, if 

any. 



Why is OSHA Recordkeeping Important??

➢Provides information to employers & employees on injuries/illnesses & 
related hazards in their workplaces

➢Employers: Management tool for administration of company safety & 
health programs

➢Employees: Raises awareness level 

➢Provides OSHA compliance staff with information to facilitate 
inspections

➢Produces statistical data, thereby measuring magnitude of nation's 
injury & illness problem



OSHA RECORDKEEPING: REQUIREMENTS

Who must comply with OSHA recordkeeping 

requirements?

• Many but not all employers. Exceptions are based on:

oSmall employer exemption 

– 10 or fewer employees at all times during the 

year

• Low-hazard industry exemption – see list of Partially 

Exempt Industries
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http://www.osha.gov/recordkeeping/ppt1/RK1exempttable.html


OSHA RECORDKEEPING: REQUIREMENTS

What is required?

• OSHA Form 301 – Injury and Illness Incident Report

• OSHA Form 300 – Log of Work-Related Injuries and 

Illnesses

• OSHA Form 300A – Summary of Work-Related 

Injuries and Illnesses

– File and update as necessary for 5 years

– Allow employees, former employees, their 

representatives, and OSHA access to the records upon 

request
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OSHA RECORDKEEPING: REQUIREMENTS

What kinds of injuries or illnesses should be reported on 

the form?

▪ Employers must record all new cases of work-related 

fatalities, injuries, and illnesses if they involve: 

• death

• days away from work

• restricted work or transfer to another job 

• medical treatment beyond first aid

• loss of consciousness, or 

• a significant injury or illness diagnosed by a physician 

or other licensed health care professional. 



OSHA RECORDKEEPING: REQUIREMENTS

What is considered “first aid”?

– using non-prescription medications at nonprescription strength;

– cleaning, flushing, or soaking wounds on the skin surface;

– using wound coverings, such as bandages, and gauze.

– using hot or cold therapy;

– using simple irrigation or a cotton swab to remove foreign bodies not 

embedded in or adhered to the eye;

– using irrigation, tweezers, cotton swab or other simple means to 

remove splinters or foreign material from areas other than the eye;

– drinking fluids to relieve heat stress

– and more 1904.7(b)(5)(ii)
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http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_id=9638&p_table=STANDARDS


First Aid vs Medical Treatment



OSHA RECORDKEEPING: REQUIREMENTS

Exceptions to Recordkeeping:

– EE present in workplace as a member of the public

– EE engaged in a voluntary activity

– Mental illness

– Illness resulting from EE’s personal lunch

– Illness/injury from personal tasks completed during work

– Illness/injury from self-grooming, self-medication or self-

inflicted injuries
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OSHA RECORDKEEPING: DECISION CHART

Did the employee experience 

an injury/illness?

Is the injury/illness work-

related? 

Is the injury/illness a new 

case? 

Does the injury/illness meet 

the general recording criteria?

YES

YES

YES

Update previously 

recorded 

injury/illness entry

NO

NO

NO

NO

NO

Do not record 

injury/illness

Record the injury/illness



OSHA RECORDKEEPING: Timeline

Incident 
Date

First report 
of Injury 

(301) 
Completed 
within 24 
hours of 
Incident.

Incident 
added to 
300 log 
within 7 
days.

Jan 1:

Begin 
summarizing 

300 into 
300A. Ensure 
all applicable 
WC cases are 

on 300.

Feb 1:

Post 300A 
Summary.

April 30: 
Remove 
300A and 
file for 5 
years.

March 2:

Electronically 

File 





OSHA RECORDABILITY & WC 

WARNING: DO NOT MIX OSHA RECORDABLES AND 

WORKERS’ COMPENSATION

▪Workers’ Compensation determinations do NOT impact 

OSHA recordability.

OSHA
Workers’ 

Compensation



OSHA RECORDKEEPING: COMMON MISTAKES

▪ Is there a limit to the number of days away from work I must 

count?

– Yes, “Cap" the total days away at 180 calendar days.

▪ May I stop counting days if an employee who is away from work 

because of an injury or illness retires or leaves my company?

– Yes, if the employee leaves your company for some reason 

unrelated to the injury or illness, such as retirement, a plant closing, 

or to take another job, you may stop counting days away from work 

or days of restriction/job transfer. If the employee leaves your 

company because of the injury or illness, you must estimate the 

total number of days away or days of restriction/job transfer and 

enter the day count on the 300 Log.
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COMMON MISTAKESOSHA RECORDKEEPING:

▪ When a physician or other licensed health care professional 

recommends that the worker return to work but the employee 

stays at home anyway?

– End the count of days away from work on the date the physician or 

other licensed health care professional recommends that the 

employee return to work.
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OSHA RECORDKEEPING: COMMON MISTAKES

▪ How do I decide if the injury or illness resulted in restricted work?

– Restricted work occurs when, as the result of a work-related injury or 

illness:

• You keep the employee from performing one or more of the routine 

functions of his or her job, or from working the full workday that he or 

she would otherwise have been scheduled to work;

• A physician or other licensed health care professional recommends that 

the employee not perform one or more of the routine functions of his or 

her job, or not work the full workday that he or she would otherwise have 

been scheduled to work.

▪ What is meant by "routine functions"?

– For recordkeeping purposes, an employee's routine functions are those 

work activities the employee regularly performs at least once per week.
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OSHA RECORDKEEPING: COMMON MISTAKES

▪ If a case occurs in one year but results in days away during the next 

calendar year, do I record the case in both years?

– No, only record the injury or illness once. Enter the number of calendar 

days away for the injury or illness on the OSHA 300 Log for the year in 

which the injury or illness occurred. 

▪ Do I count the day on which the injury occurred or the illness began?

– No, begin counting on the day after the injury/illness began.
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OSHA RECORDKEEPING: COMMON MISTAKES

▪ Are there situations where I do not put the employee's name 

on the forms for privacy reasons?

– Yes, if there is a "privacy concern case," you may not enter 

the employee's name on the OSHA 300 Log. Instead, enter 

"privacy case" in the space normally used for the employee's 

name.

• Sexual assault

• Mental Illness

• HIV, hepatitis, or tuberculosis

• Needlestick injuries
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OSHA RECORDKEEPING: COMMON MISTAKES

▪ Do I record temporary employees on log if their under our 

direct supervision?

– Yes, employers must record the injuries and illnesses of 

temporary workers if they supervise such workers on a day-

to-day basis.
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▪ Are Musculoskeletal Disorders (MSDs) reported on Logs?

- Yes, however, there is no separate column to report, check 

off, MSDs on the OSHA 300 logs. They are lumped in with 

“all other illnesses…”

OSHA RECORDKEEPING: COMMON MISTAKES



OSHA RECORDKEEPING: INCIDENT RATE

▪ The incidence rate of injuries and illnesses is computed from the 

following formula: (# of injuries and illnesses X 200,000)/ Employee 

hours worked = Incidence rate

▪ DART rate: Total cases involving days away from work, days of 

restricted work activity, and/or job transfer

Note: (The 200,000 hours in the formula represents the equivalent 

of 100 employees working 40 hours per week, 50 weeks per year, 

and provides the standard base for the incidence rates.)
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OSHA RECORDKEEPING: INCIDENT RATE

EXAMPLE:

▪ A manufacturing company has 17 full-time employees and 3 part-time 

employees that each work 20 hours/week, totaling 28,400 labor hours.  If 

the company experienced 3 recordable injuries what is the their incident 

rate?

– IR= 3x200,000 / 28,400     IR= 21.12

▪ Incidence Rate Average for trade is 4.8, issue? 

▪ What if there was only 1 recordable injury? 

– 1x200,000 / 28,400   IR= 7.04



OSHA RECORDKEEPING: POTENTIAL VIOLATIONS AND FINES

▪Example:

OSHA cited a Houston heating and cooling products 

manufacturer, with 83 separate willful violations of 

recordkeeping requirements.  

– Paid $550,000 in penalties.  

– The initial inspection was prompted by an 

employee complaint.
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Let’s Practice



Is It Recordable?



Is It Recordable?



Is It Recordable? 



Is It Recordable?



OSHA Recordkeeping 

Revisions and Updates



▪ Penalties increased by 78% on Aug. 1, 2016

– Other Than Serious, and Serious -- $7,000              $12,471

– Failure to Abate -- $7,000    $12,471 (Daily)

– Willful/Repeat -- $70,000            $124,709

▪ Increase penalties each year to adjust for inflation

– 2% increase in 2018:

• Other-than-serious: $12,934

• Serious: $12,934

• Repeat & Willful: $129,336

▪ OSHA required to publish anticipated increase in Federal Register 

on/before January 15

Higher OSHA Penalties



OSHA RECORDKEEPING: REPORTING REQUIREMENTS

Worker 

is injured
Was it 

Fatal? 

Admitted 

to 

Hospital?

Amputation

?

Loss of an 

eye? 

No report required

NO NO NO 

Report to OSHA 

within 8 hours

Report to OSHA 

within 24 hours

YES YES YES YES

SEVERE INJURY REPORTING:

Effective as of January 1, 2015



Employers DO NOT have to report a case that:

– Is not work related

– Resulted from a motor vehicle accident on a public street except in 

a construction work zone

– Occurred on a commercial or public transportation system 

– Is a death that occurred more than 30 days after the incident

– Is a hospitalization/amputation/loss of an eye that occurred 24 

hours after the incident

OSHA RECORDKEEPING: REPORTING REQUIREMENTS





Electronic Recordkeeping Rule 

• Injury and illness records filed electronically 
every year

• Phased in December  2017

Electronic
Filing

• By OSHA interpretation, limits post-incident 
drug testing and safety incentive programs

• Enforcement effective as December  1, 2016

Anti-
Retaliation 



Electronic Reporting – WHO?

▪ 250 or more employees at any time in the previous CY

▪ 20 to 249 employees at any time in the previous CY… if your 

establishment is classified in Appendix A to Subpart E

▪ Or – upon notification from OSHA (by mail) 



Electronic Reporting- WHO?

▪ 1904.41(a)(2) covered Industries

– Ag., forestry and fishing (NAICS 11)

– Utilities (NAICS 22)

– Construction (NAICS 23)

– Manufacturing (NAICS 31-33)

– Wholesale Trade (NAICS 42)

– And more… See Appendix A to Subpart E of Part 1904.

https://www.osha.gov/recordkeeping/NAICScodesforelectronicsubmission.html


Electronic Reporting – WHY?

▪ ‘Nudge’ employers to prevent workplace injuries, illnesses

▪ Public Shaming?



Submission 

year

Establishments with 250 or more 

employees in industries covered by 

the recordkeeping rule

Establishments with 20-

249 employees In select 

industries

Submission 

deadline

2017
CY 2016 300A Form CY 2016 300A Form July 1, 2017

2018
CY 2017 300A, 300, 301 Forms CY 2017 300A Form July 1, 2018

2019 and 

beyond

300A, 300, 301 Forms 300A Form March 2

Electronic Reporting



OSHA: Anti-Retaliation

▪1904.35 (Employee Involvement) makes it a violation 

for an employer to discourage employee reporting of 

injuries and illnesses. 

▪Employers must inform employees of their right to 

report work-related injuries and illnesses free from 

retaliation. This obligation may be met by posting the 

OSHA “It’s The Law” worker rights poster.





▪ Employers must ensure that reporting procedures are reasonable and do 

not deter employees from reporting job-related injuries and illnesses.  

▪ Employer policies that discipline an employee for failing to report an injury 

on a timely basis may violate the rule if its applied to workers whose 

injuries develop gradually over time.  

▪ Employer may not discharge or discriminate against employee for 

reporting a work-related injury or illness.

OSHA: Anti-Retaliation



▪ Post-Accident Drug Testing

– In the Electronic Reporting Rule, OSHA commented that blanket drug 

testing policies may be retaliation.

– They should be limited to situations in which employee drug use is 

likely to have contributed to the incident and for which drug testing 

can accurately identify the impairment caused by drug use.

OSHA: Anti-Retaliation



▪ Certain incentive programs that reward employees for remaining injury-

free at work can be retaliatory and deter reporting of workplace injuries 

and illnesses.

▪ OSHA states that it is a violation of the anti-retaliation provision for an 

employer to sue an incentive program to take adverse action, including 

denying a benefit because an employee reports a work-related injury or 

illness.

▪ OSHA recommends adopting incentives for employees who follow 

legitimate safety rules, identify hazards, participate on safety committees 

or other similar activities.

OSHA: Safety Incentive Programs



Anti-Retaliation Violations?

OSHA: Safety Incentive Programs



THANK YOU!!!!!

QUESTIONS????



Matt Ingraham

Risk Control Consultant

Email: mingraham@intrisksolutions.com

Cell: 262-993-2937


